Guided Practice 4A

Termination
Events

June 12, 2017

This guide will walk you through how to create a member’s termination event.

This guided practice assumes you already know how to:

* Loginto MyTRS

For additional information and troubleshooting please contact
your district’s assigned ESU representative or EmpSup@trb.state.ma.us
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When an employee leaves the school district, a termination event needs to be entered for
the member under their employment record in MyTRS.

How to Create a Termination Event
1. Login to MyTRS.

2. Select “View /Update Employee Information” from the home page or from the “Go
To” drop down list at the top of the page.

3. Enter the member’s last name or SSN in the “Select Member” search field.

Home » Your Employees » View/Update Employee Information

Demographics

Select Member: |Fassett e Search

4. Click Search.

Home » Your Employees » View/Update Employee Information

Demographics

Select Member: |Fassett o Search

5. When the member’s record comes up, click the Employment tab.

Home » Your Employees » View/Update Employee Information

5

Employment

Employee/Member:FASSETT, COLIN (New Search) SSN: XX-XX-2013
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6. The Employment Screen:

Home » Your Employees » View/Update Employee Information

Demographics Employment

Employee/Member: FASSETT, COLIN (New Search) SSN: X00(-XX-2013

Employment Information
E Sort | Columns | DVI&W Row | [Z]Records | S Print | [ Export

Active Start Date v Stop Date Emp[oyer Er::l[:yer Position Pay Freq Pay Dur Temp/Sub Enrollment Status

09/01/2017 9005 GOTHAM | H h Pathol 21 LS Pending Enrollment
PUBLIC
SCHOOLS

Events

Add Delete
E Sort | Columns | D\Aew Row | [Z]Records | S Print | @ Export

Active Event Event Start Date y Effective Pay Date Event Stop Date  FTE % WC % Cont Term

[ Cortrouting B | oA | A = | | S| | oo -1
Rate/R+
Rate/R+ Pending Review:
R+:
Regular Rate:
2% Rate: [
Save
* Danotes Requirsd Feld

7. Under the “Events” section, enter an “Event Stop Date” on the current Contributing
or LOA event.

a. The “Event Stop Date” is the last day the member worked for the district.

In this example the last day the member worked (or last paid day if the member was on an

LOA) was 05/26/2017.
Events
=
E Sort | Columns | D\ﬁew Row | [B]Records | S Print | @ Export
Active Event Event Start Date y Effective Pay Date Event Stop Date WC % Cont Term
“l Contributing E].Iogfowzms ulogfouzms ulowzsfzow .I 75|I Oll 10 'I
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8. Click Add - this will add a new blank row.

Events
0O~

Active Event

E Sort | Columns | \ﬁew Row | [B]Records | S Print | @ Export

Event Start Date y Effective Pay Date Event Stop Date

Cont Term

“I Contributing

B.IDQ/O‘I/ZO‘IS I IIOQID1/2015 I II05126/2017 I II II II 10 I

9. From the “Event” drop down list, select the appropriate termination type.

a.

Termination - Job Elimination: Use this code when the position itself will no

longer exist.

Termination — Involuntary: Use this code when the member has been

terminated involuntarily.

Termination — Voluntary: Use this code when the member has resigned from
their position or has completed their contract term for this position but will not

be returning to the district.

Active

R=+:

Rate/R+ LOA-Medical-Non-Contributing
Rate /R+ F WC-Full Incapacity&Non-Contrib

Regular Ri WC-Part Incapacity&Non-Contrib
2% Rate:

notes Required, LOA-Non-Contributing > 1 Yr

Sort | Columns I View Row | (2] Records |

Event

“I Contributing E]I

Contributing

LOA-Fully Contributing

| LOA-Partially Contributing

| LOA-Non-Contributing <=1 Yr
WC-Full Incapacity&Contrib
WC-Part Incapacity&Contrib

Military LOA-Contributing

Military LOA
Termination-Job Elimination

Termination-Involuntary
Termination-Voluntary

Ineligible
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10. Enter an “Event Start Date” for the termination event.
a. The “Event Start Date” should be one calendar day after the “Event Stop Date”
that was entered in step 7. There cannot be a gap between event stop and start
dates.
In this example, the “Event Start Date” is 05/27/2017.
Events
Delete
Sort | Columns | \ﬁew Row | [E]Records | S Print | @ Export
Active Event Event Start Date 3 Effective Pay Date Event Stop Date  FTE % WC % Cont Term
“l Termination-Voluntary |z].lfuz7/2017 u’ / u/ ! uo uo I vI
©  [Contributing [=] = [oon12015 |4 [ogi02015 | osizer2017 | [ 75] | o] 10 ~
11. Enter an “Effective Pay Date”.
a. The “Effective Pay Date” for a termination event is the day after the member’s
last pay check.
In this example, the member’s last pay check was on 06/01/2017, so the “Effective Pay Date” is
06/02/2017.
Events
Delete
Sort | Columns [ \ﬁew Row | [B]Records | S Print | @ Export
Active Event Event Start Date y Effective Pay Date Event Stop Date FTE % WC % Cont Term
| O | [ | CCRERTA s | CCEERA 1 | NN —0—
©®  [Contribuiing [=] = looo12015 |Zd  [ooo12015 | ] [osier2017 | [ 75| | ol 10 ~

12. The “Event Stop Date” should be left blank.

Events

Delete

Sort | Columns[View Row | @Reoords| 2 Print | @ Export

Active Event Event Start Date y Effective Pay Date Event Stop Date FTE % WC % Cont Term

IR =rrinstion-Voluntary EINCs272017 |l oso22017 1AL im | | ol _-R
© | 10

[ Contributing [=] = [ooo12015 | [ooio12015 | osizer2017 | [ 75] | 0

v
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13. Click Save.

Events

E Sort | Q Columns | D\ﬁew Row ‘ [Z]Records ‘ 2 Print ‘ @ Export

Active Event Event Start Date 3 Effective Pay Date Event Stop Date FTE % WC %

Cont Term

PR rermination-Voluntary =T os272017 |l osioz207 1Al i | | | | 0

Rate/R+

Rate/R+ Pending Review:

R+:
Regular Rate: 0.11
2% Rate: 0

@ Save

| Contributing [=] = [ooo12015 |  [ooio1/2015 | (0512612017 | = 75 0]

14. If you have another member to terminate, click New Search, the member’s last name
or SSN and repeat the steps above.

Home » Your Employees » View/Update Employee Information

Demographics Employment

Employee/ Member: FASSETT, COLIN (New Search) SSN: XX-XX-2013




